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DLG Support Protocol:  
DLG provides support to System Administrators on all applications.  System 
Administrators provide support to their Advisors.  i.e. if you have an advisor 
that is having a problem with registration, the advisor would contact the 
System Administrator.  If the System Administrator is unable to resolve the 
problem, the System Administrator would contact DLG for support.  This 
support protocol allows the System Administrator to be the primary point 
of contact and support for the Advisor and allows DLG to be the primary 
point of contact and support for the System Administrator.   

 
A System Administrator is defined as any person that is responsible for setting up and maintaining 
the conference registration systems.  If you are using this manual, you are probably considered 
the System Administrator.   

  

DLG Support
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How to Log in as a Chapter Advisor: 

 

1. Type the appropriate "Name" in the "User Name" field 
2. Type the appropriate "Password" in the "Password" field 
3. Click on the "Login" button 

Can't remember your password? Enter your email address below, and if we find your record, 
your password will be emailed to you 

4. Type the appropriate "Email" in the "Email Address" field 
5. Click on the “Send” button 

 

How to Verify Chapter Information: 
If you are logging on for the first time, you will see a verification screen to complete: 
 

          
6. Complete the appropriate fields in the Verification form  
7. If a field has an “Asterisk (*)”, you must complete those fields before you can “Save” your 

information  
8. If there are Custom Questions listed at the bottom they must be answered before you can 

“Save” your information  
9. Click on the “Save” button 
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How to Add Students: 
 

               
10. Click on the "Add Student" button 
11. Leave the Search Criteria blank and Click on the “Search” button 

 

 
 

12. Type the appropriate "Grade" in the "Grade" field 
13. Select the appropriate "Gender" from the "Gender" field Drop-Down list 
14. Select the appropriate "Status" from the "Status" field Drop-Down list 
15. Click on the "Submit" button 

 

 
 

16. Click on the "Items" link to add Items to a Participant 

 
 

17. Type the appropriate "Number" in the "Quantity" field 
18. Click on the “Save” button 
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How to Add Events for Students: 
 

 
19. Click on the "Edit & Select Events" link 

 

 
 

20. Select the "Select" checkbox next to the Event 
21. Type the appropriate "Team #" in the "Team #" field 
22. Select the “Team Captain” checkbox to choose Team Captain (Note:  the “Team Captain” option 

is only available if Judge Pro is being used. If your organization is using Judge Pro and the “Team 
Captain” checkbox is NOT visible, please contact your advisor) 

23. Click on the "Save" button 
Note: Team # should remain 1 unless you are sending more than 1 team to compete in the same 
event 
 

 
 

24. Select the "Select" checkbox next to the Event 
25. Click on the "Save" button 

Note: After Saving the event for one student the next student's event page will appear 
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How to Add Participants to Housing: 
 

               
26. Click on the "Housing" button 

 
 

27. Select the appropriate "Type" from the "Select Room Type" field Drop-Down list 
28. Select the appropriate "Room" from the "Select Room #" field Drop-Down list 
29. Select the checkbox next to the students to place in the room 
30. Click on the "Add To Room" button 

 
 

31. Click on the "Remove" link to Remove a Participant from a room 
32. Click on the "Submit Hotel Reservation" button 

How to View Registration 

                
33. Click on the “View Registration” button to review the Registration 

 
34. Sort by “Name” or “Event” by clicking on the “Name” or “Event” link  
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How to Submit your Registration: 
35. Click on the “Submit” button 

 

 
 

36. Select the "I agree" checkbox 
37. Click on the "Here" link to print a copy of your invoice  
38. Click on the "Confirm" button 

 
 

How to Log Out: 
 

1. Click on the “Log Out” button 

 

 

 

 

 

 


